
Cover let ters: types and sam ples 

  The guidelines here apply to both hard copy correspondence and e-mail.  (To decide which to use, 
see e-mail in your job search.)  The main difference between e-m ail and hard copy 
correspondence is format :  your signature block (address, etc.)  goes below your name in e-mail,  
while it  goes at  the top of the page on hard copy. Of course you won't  have a handwrit ten 
signature on e-mail,  but  don't  forget  this on hard copy. 

    

All cover let ters should: 

  Explain w hy you are sending a resum e

  

.   
Don't  send a resume without  a cover let ter.   
Don't  make the reader guess what  you are asking for;  be specific:  Do you want  a summer 
internship opportunity, or a permanent  posit ion at  graduat ion;  are you inquir ing about  future 
employment  possibilit ies?  

Tell specifically how  you learned about  the posit ion or  the organizat ion

  

 — a flyer posted 
in your department , a web site, a fam ily fr iend who works at  the organizat ion. I t  is appropriate to 
m ent ion the name of someone who suggested that  you write. 

Convince the reader to look at  your resum e.

  

  
The cover let ter will be seen first .  
Therefore, it  must  be very well wr it ten and targeted to that  employer. 

Call at tent ion to elem ents of your background

  

 — educat ion, leadership, experience — that  
are relevant  to a posit ion you are seeking. Be as specific as possible, using examples. 

Reflect  your at t itude,

  

 personality, mot ivat ion, enthusiasm, and communicat ion skills. 

Provide or  refer  to any inform at ion specifically requested

  

 in a job advert isement  that  m ight  
not  be covered in your resume, such as availabilit y date, or reference to an at tached writ ing 
sample. 

I ndicate w hat  you w ill do to

  

 follow - up .   

•  I n a  let ter of applicat ion

  

 — applying for an advert ised opening — applicants often say 
something like " I  look forward to hearing from  you." However, if you have further contact  
info (e.g. phone number)  and if the employer hasn't  said "no phone calls,"  it 's bet ter to take 
the init iat ive to follow-up, saying something like, " I  will contact  you in the next  two weeks to 
see if you require any addit ional informat ion regarding my qualificat ions." 

•  I n a  let ter of inquiry

  

 — asking about  the possibility of an opening — don't  assum e the 
employer will contact  you. You should say something like, " I  will contact  you in two weeks to 
learn more about  upcom ing employment  opportunit ies with (name of organizat ion) ."  Then 
mark your calendar to make the call. 

Sample Cover Let ter Format  Guidelines (below) . 

    

Cover let ters generally fa ll into one of tw o categories: 

1. Let ter of applicat ion: 

  

applying for a specific, advert ised opening. See:  

Sample 3.1:   let ter of applicat ion following personal meet ing, hard copy version 

  Sample 3.2:  let ter of applicat ion for advert ised posit ion, e-mail version 

  Sample 3.3:  let ter of applicat ion for advert ised posit ion, e-mail version 

  Sample 3.4:  let ter of applicat ion for advert ised posit ion, hard copy version 

2. Let ter of inquiry:

  

 expressing interest  in an organizat ion, but  you are not  certain if there are 
current  openings. See:  

Sample 3.5:   let ter of inquiry about  employm ent  possibilit ies, e-mail version  

  Sample 3.6:   let ter of inquiry about  internship opportunit ies, hard copy version 
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I nform at ion- seeking let ters and follow - up 

  To draft  an effect ive cover let ter, you need to indicate that  you know something about  the 
employing organizat ion.  Somet imes, even with research efforts, you don’t  have enough 
informat ion to do this. I n such a case it  is appropriate to write request ing informat ion.  

  See Sample 4.1:   I nformat ion seeking let ter, hard copy version. 

  After you receive the desired inform at ion

  

 you can then draft  a follow-up let ter that :   

• Thanks

• 
 the sender for the informat ion;   

Markets

• 

 why you would be a good job candidate for that  organizat ion based on the 
informat ion;  and  

Explains

  

 why you are sending your resume.  

See Sample 5.2:   Follow up let ter to informat ion seeking meet ing. 

     

Also see: 

  Guidelines for using e-mail in your job search  

  Guidelines for correspondence in your job search 

  Researching employers — why and how 

  Thank you /  follow up let ters 

    

Sam ples 

  

Cover Let ter  Form at  Guidelines: 

  
Your St reet  Address 
City, State Zip Code 
Telephone Num ber 
Em ail Address  

Month, Day, Year 

Mr./ Ms./ Dr. FirstNam e LastName 
Tit le 
Nam e of Organizat ion 
St reet  or P. O. Box Address 
City, State Zip Code 

Dear Mr./ Ms./ Dr. LastNam e:  

Opening paragraph:  State why you are writ ing;  how you learned of the organizat ion or posit ion, and basic 
inform at ion about  yourself.  

2nd paragraph:  Tell why you are interested in the em ployer or type of work the em ployer does (Sim ply 
stat ing that  you are interested does not  tell why, and can sound like a form  let ter) . Dem onst rate that  you 
know enough about  the em ployer or posit ion to relate your background to the em ployer or posit ion. Ment ion 
specif ic qualif icat ions which m ake you a good fit  for the em ployer’s needs. This is an opportunity to explain 
in m ore detail relevant  item s in your resum e. Refer to the fact  that  your resum e is enclosed. Ment ion other 
enclosures if such are required to apply for a posit ion. 

3rd paragraph:  I ndicate that  you would like the opportunity to interview for a posit ion or to talk with the 
em ployer to learn m ore about  their opportunit ies or hir ing plans. State what  you will do to follow up, such as 
telephone the em ployer within two weeks. I f you will be in the em ployer’s locat ion and could offer to 
schedule a v isit ,  indicate when. State that  you would be glad to provide the em ployer with any addit ional 
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inform at ion needed. Thank the em ployer for her/ his considerat ion. 

Sincerely, 

(Your handwrit ten signature)  

Your nam e typed 

Enclosure(s)  ( refers to resum e, etc.)  

(Note:  the contents of your let ter m ight  best  be arranged into four paragraphs. Consider what  you need to 
say and use good writ ing sty le. See the following exam ples for var iat ions in organizat ion and layout .)   

 

    

  

Sam ple 3 .1  — Let ter  of applicat ion, hard copy version 

E-2 Apartm ent  Heights Dr. 
Blacksburg, VA 24060 
(540)  555-0101 
abcd@vt .edu  

February 22, 2007 

Dr. Michael Jr. Rhodes 
Pr incipal, Wolft rap Elem entary School 
1205 Beulah Road 
Vienna, VA 22182 

Dear Dr. Rhodes:  

I  enjoyed our conversat ion on February 18th at  the Fam ily and Child Developm ent  sem inar on teaching 
young children and appreciated your personal input  about  helping children at tend school for the first  t im e.  
This let ter is to follow-up about  the Fourth Grade Teacher posit ion as discussed at  the sem inar.  I  will be 
com plet ing m y Bachelor of Science Degree in Fam ily and Child Developm ent  with a concent rat ion in Ear ly 
Childhood Educat ion at  Virginia Tech in May of 2007, and will be available for em ploym ent  at  that  t im e. 

The teacher preparat ion program  at  Virginia Tech includes a full academ ic year of student  teaching. Last  
sem ester I  taught  second grade and this sem ester, fourth grade. These valuable exper iences have afforded 
m e the opportunity to:   

• develop lesson plans on a wide range of topics and varying levels of academ ic ability ,  

• work with em ot ionally and physically challenged students in a total inclusion program ,  

• observe and part icipate in effect ive classroom  m anagem ent  approaches,  

• assist  with parent - teacher conferences, and  

• com plete I n-Service sessions on diversity, m ath and reading skills, and com m unity relat ions.  

Through m y ear ly childhood educat ion courses I  have had the opportunity to work in a pr ivate day care 
facility , Rainbow Riders Childcare Center, and in Virginia Tech’s Child Developm ent  Laboratory.  Both these 
facilit ies are NAEYC accredited and adhere to the highest  standards.  At  both locat ions, m y responsibilit ies 
included leading sm all and large group act iv it ies, helping with lunches and snacks, and im plem ent ing 
appropr iate act ivit ies.  Both exper iences also provided m e with extensive exposure to the im plem entat ion of 
developm entally appropriate act iv it ies and m ater ials. 

I  look forward to put t ing m y knowledge and exper ience into pract ice in the public school system . Next  week 
I  will be in Vienna, and I  plan to call you then to answer any quest ions that  you m ay have.  I  can be reached 
before then at  (540)  555-7670.  Thank you for your considerat ion. 

Sincerely, 
(handwrit ten signature)  



Donna Harr ington  

Enclosure  
 

   

Sam ple 3 .2   —  Let ter  of applicat ion, e- m ail version 

  April 14, 2006  

Mr. William  Jackson 
Em ploym ent  Manager 
Acm e Pharm aceut ical Corporat ion 
13764 Jefferson Parkway 
Roanoke, VA 24019 
jackson@acm epharm aceut ical.com   

Dear Mr. Jackson:  

From  your company's web site I  learned about  your need for a sales representat ive for the Virginia, 
Maryland, and North Carolina areas. I  am  very interested in this posit ion with Acm e Pharm aceut icals, and 
believe that  m y educat ion and em ploym ent  background are appropriate for the posit ion. 

While working toward m y m aster’s degree, I  was em ployed as a sales representat ive with a sm all dairy 
foods firm .  I  increased m y sales volum e and profit  m argin appreciably while at  Farm er’s Foods, and I  would 
like to repeat  that  success in the pharm aceut ical indust ry.  I  have a st rong academ ic background in biology 
and m arket ing, and think that  I  could apply m y com binat ion of knowledge and exper ience to the health 
indust ry. I  will com plete m y m aster 's degree in m arket ing in m id-May and will be available to begin 
em ploym ent  in ear ly June. 

Enclosed is a copy of m y resum e, which m ore fully details m y qualif icat ions for the posit ion. 

I  look forward to talk ing with you regarding sales opportunit ies with Acm e Pharm aceut icals. Within the next  
week I  will contact  you to confirm  that  you received m y em ail and resum e and to answer any quest ions you 
m ay have. 

Thank you for your considerat ion. 

Sincerely, 
Lynn A. Johnson 
5542 Hunt  Club Lane, # 1 
Blacksburg, VA 24060 
(540)  555-8082 
lajohnson@vt .edu  

Resum e at tached as MS Word docum ent  (assum ing com pany web site inst ructed applicants to do this)   
 

  

Sam ple 3 .3  — Let ter of applicat ion, e- m ail version 

  March 14, 2008  

Ms. Charlene Pr ince 
Director of Personnel 
Large Nat ional Bank Corporat ion 
Roanoke, VA 24040 
cpr ince@largebank.com  

Dear Ms. Pr ince:  



As I  indicated in our telephone conversat ion yesterday, I  would like to apply for the m arket ing research 
posit ion you advert ised in the March 12th edit ion of the Roanoke Tim es and World News. With m y 
undergraduate research background, m y t raining in psychology and sociology, and m y work exper ience, I  
believe I  could m ake a valuable cont r ibut ion to Large Nat ional Bank Corporat ion in this posit ion. 

I n May I  will com plete m y Bachelor of Science in Psychology with a m inor in Sociology from  Virginia 
Polytechnic I nst itute and State University. As part  of the requirem ents for this degree, I  am  involved in a 
senior m arket ing research project  that  has given m e exper ience interviewing and surveying research 
subjects and assist ing with the analysis of the data collected. I  also have com pleted a course in stat ist ics 
and research m ethods. 

I n addit ion to academ ic work, m y exper ience also includes working part - t im e as a bookkeeper in a sm all 
independent  bookstore with an annual budget  of approxim ately $150,000.  Because of the sm all size of this 
business, I  have been exposed to and part icipated in m ost  aspects of m anaging a business, including 
advert ising and m arket ing.  As the bookkeeper, I  produced m onthly sales reports that  allow the owner/ buyer 
to project  seasonal inventory needs. I  also assisted with the developm ent  of ideas for special prom ot ional 
events and calculated book sales proceeds after each event  in order to evaluate its success. 

I  believe that  the com binat ion of m y business exper ience and social science research t raining is well- suited 
to the m arket ing research posit ion you descr ibed.  I  have enclosed a copy of m y resum e with addit ional 
inform at ion about  m y qualif icat ions.  Thank you for your considerat ion.  I  look forward to receiving your 
reply. 

Sincerely, 
Jessica Lawrence 
250 Pr ices Fork Road 
Blacksburg, VA 24060 
(540)  555-1234 
jessica.lawrence@vt .edu  

Resum e text  included in em ail below and at tached as MS Word docum ent   
 

  

Sam ple 3 .4  — Let ter of applicat ion, hard copy version 

  1000 Terrace View Apts. 
Blacksburg, VA 24060 

(540)  555-4523 
stevem ason@vt .edu 

March 25, 2005 

Mr. John Wilson 
Personnel Director 
Anderson Const ruct ion Com pany  
3507 Rockville Pike 
Rockville, MD 20895 

Dear Mr. Wilson:  

I  read in the March 24th Washington Post

I n addit ion to this pract ical exper ience, I  will com plete requirem ents for m y Building Const ruct ion degree in 
May.  As you m ay know, Virginia Tech is one of the few universit ies in the count ry that  offers such a 
specialized degree for the const ruct ion indust ry. I  am  confident  that  m y Building Const ruct ion degree, along 

 classif ied sect ion of your need for a Civ il Engineer or Building 
Const ruct ion graduate for one of your Washington, DC, area sites. I  will be returning to the Washington area 
after graduat ion in May and believe that  I  have the necessary credent ials for the project . 

I  have worked at  var ious levels in the const ruct ion indust ry every sum m er since the 8th grade. As you can 
see from  m y resum e, I  worked several sum m ers as a general laborer, gradually m oved up to a carpenter, 
and last  sum m er I  worked as assistant  const ruct ion m anager on a 100 m illion dollar job. 



with m y years of const ruct ion indust ry exper ience, m ake m e an excellent  candidate for your job. 

The Anderson Const ruct ion Com pany projects are fam iliar to m e, and m y aspirat ion is to work for a com pany 
that  has your excellent  reputat ion.  I  would welcom e the opportunity to interview with you. I  will be in the 
Washington area dur ing the week of Apr il 12th and would be available to speak with you at  that  t im e. I n the 
next  week to ten days I  will contact  you to answer any quest ions you m ay have. 

Thank you for your considerat ion. 

Sincerely, 
(handwrit ten signature)   
Steve Mason 

Enclosure  
 

  

Sam ple 3 .5  — Let ter of inquiry about  em ploym ent  possibilit ies, e- m ail 

version 

  Decem ber 12, 2007  

Mr. Robert  Burns 
President , Tem plate Div ision 
MEGATEK Corporat ion 
9845 Technical Way 
Ar lington, VA 22207 
burns@m egatek.com   

Dear Mr. Burns:  

I  learned of MEGATEK through online research using the CareerSearch database through Career Services at  
Virginia Tech where I  am  com plet ing m y Master 's degree in Mechanical Engineer ing. From  m y research on 
your web site, I  believe there would be a good fit  between m y skills and interests and your needs. I  am  
interested in a software engineer ing posit ion upon com plet ion of m y degree in May 2008. 

As a graduate student , I  am  one of six m em bers on a software developm ent  team  where we are writ ing a 
com puter aided aircraft  design program  for NASA. My responsibilit ies include designing, coding, and test ing 
of a graphical port ion of the program  which requires the use of GI ARO for graphics input  and output . I  have 
a st rong background in com puter aided design, software developm ent , and engineer ing, and believe that  
these skills would benefit  the designing and m anufactur ing aspects of Tem plate software.  Enclosed is m y 
resum e which further out lines m y qualif icat ions. 

My qualif icat ions m ake m e well suited to the projects areas in which your div ision of MEGATEK is expanding 
efforts.  I  would appreciate the opportunity to discuss a posit ion with you, and will contact  you in a week or 
ten days to answer any quest ions you m ay have and to see if you need any other inform at ion from  m e such 
as a com pany applicat ion form  or t ranscr ipts.  Thank you for your considerat ion. 

Sincerely, 
William  Stevens 
123 Ascot  Lane 
Blacksburg, VA 24060 
(540)  555-2556 
WStevens@vt .edu  

Resum e at tached as MS Word docum ent   
 

Sam ple 3 .6  — Let ter of inquiry about  internship opportunit ies, hard copy 

version 

 2343 Blankinship Road 
Blacksburg, VA 24060 
(540)  555-2233 



StacyLeeGim ble@vt .edu 

January 12, 2006 

Ms. Sylv ia Range 
Special Program s Assistant  
Marion County Fam ily Court  Wilderness Challenge  
303 Center St reet  
Marion, VA 24560 

Dear Ms. Range:  

I  am  a junior at  Virginia Tech, working toward m y bachelor 's degree in fam ily and child developm ent . I  am  
seeking an internship for this sum m er 2006, and while researching opportunit ies in the field of cr im inal just ice 
and law, I  found that  your program  works with juvenile delinquents. I  am  writ ing to inquire about  possible 
internship opportunit ies with the Marion County Fam ily Court  Wilderness Challenge. 

My work background and coursework have supplied m e with m any skills and an understanding of dealing with 
the adolescent  com m unity;  for exam ple:   

• I  worked as a hot line assistant  for a local intervent ion center. I  counseled teenagers about  personal 
concerns and referred them , when necessary, to appropriate professional services for addit ional help.  

• I  have been act ive at  m y university as a resident  hall assistant , which requires m e to establish 
rapport  with f ift y residents and advise them  on personal m at ters, as well as university policies. I n 
addit ion, I  develop social and educat ional program s and act iv it ies each sem ester for up to 200 
part icipants.  

My enclosed resum e provides addit ional details about  m y background. 

I  will be in the Marion area dur ing m y Spring break, March 6 -  March 10.  I  will call you next  week to see if it  
would be possible to m eet  with you in ear ly March to discuss your program . 

Thank you for your considerat ion. 

Sincerely, 
(handwrit ten signature)  
Stacy Lee Gim ble 

Encl.  

 

 

 

Sam ple 4 .1  — I nform at ion seeking let ter , hard copy version 

  23 Roanoke St reet   
Blacksburg, VA 24060 

(540)  555-1123 
em ail:  K.Walker@vt .edu 

October 23, 2006 

Mr. Jam es G. Webb 
Delon Ham pton & Associates 
800 K St reet , N.W., Suite 720 
Washington, DC 20001-8000 



 Dear Mr. Webb:   

I  will be graduat ing from  Virginia Tech with a Bachelor’s degree in Architecture in May 2007, and am  
researching em ploym ent  opportunit ies in the Washington area. I  obtained your nam e from  VT CareerLink, 
Career Services' Alum ni database. I  very m uch appreciate your volunteer ing to help students with job search 
inform at ion, and I  hope that  your schedule will perm it  you to provide m e with som e advice. I  am  part icular ly 
interested in histor ic preservat ion and understand that  your f irm  does work in this area. I  am  also interested 
in learning how the architects in your firm  began their careers. My resum e is enclosed sim ply to give you 
som e inform at ion about  m y background and project  work. 

I  will call you in two weeks to arrange a t im e to speak to you by telephone or perhaps visit  your office if that  
would be convenient . I  will be in the Washington area dur ing the week of Novem ber 21. I  very m uch 
appreciate your t im e and considerat ion of m y request , and I  look forward to talk ing with you. 

Sincerely, 
(handwrit ten signature)  
Kristen Walker  

Encl.  
 

  

Sam ple 5 .2  — Follow - up let ter  to inform at ion seeking m eet ing, em ail 

version 

  Novem ber 30, 2006  

Mr. Jam es G. Webb 
Delon Ham pton & Associates 
800 K St reet , N.W., Suite 720 
Washington, DC 20001-8000 
webb@delon.com   

Dear Mr. Webb:  

Thank you so m uch for taking t im e from  your busy schedule to m eet  with m e last  Tuesday. I t  was very 
helpful to m e to learn so m uch about  the current  projects of Delon Ham pton & Associates and the career 
paths of several of your staff. I  appreciate your reviewing m y port folio and encouraging m y career plans. I  
also enjoyed m eet ing Beth Orm ond, and am  glad to have her suggest ions on how I  can m ake the m ost  
product ive use of m y last  sem ester in college. 

Based on what  I  learned from  m y visit  to your f irm  and other research I  have done, I  am  very interested in 
being considered for em ploym ent  with your f irm  in the future. I  will be available to begin work after I  
graduate in May 2003. As you saw from  m y port folio, I  have developed st rong skills in the area of histor ical 
docum entat ion and this is a good m atch for the types of projects in which your f irm  specializes. I  have 
enclosed a copy of m y resum e to serve as a rem inder of m y background, som e of which I  discussed with you 
when we m et . 

Dur ing the next  few m onths I  will stay in contact  with you in hopes that  there m ay be an opportunity to join 
your firm . Thank you again for your generous help. 

Sincerely, 
Krist in Walker 
23 Roanoke St reet  
Blacksburg, VA 24060 
(540)  555-1123 
KWalker@vt .edu  

 


